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PURPOSE

The Support Bulletin, $o-be published periodically, is designed to keep
headquarters and field personnel informed on administrative, personnel,
and support matters. The Support Bulletin is not directive in nature
but rather attempts to present items which, in general, are of interest
to all personnel and, in particular, of interest to those employees occupy-
ing various support positions. Suggestions and constructive criticism
from both headquarters and field personnel are encouraged.

NOTE: — This bulletin is for information only. It does not con-
stitute authority for action and is in no way a substitute
for regulatory material.
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EFFICIENCY AND TRAINING \ AL
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Field personnel will be interested in the following remsrks made

xﬁ%

recently by the Deputy Director to members of the Office of Praining at
headquarters:

"I'd like to talk briefly about an all-year-rouﬁd theme: +that of
efficiency. Every year in'support of the Organization program, the
Director and I - and others - appear before the Bureau of the Budget and
the congressional committees. It's essential that we go before these
people knowing, without reservation in our hearts, that resources in the
Orgenization are being used with s maximum of efficiency. There are formal
reporting mechanisms in existence which aim at giving us this assurance,
but these formal mechanisms never glve the whole story. There is always
the danger that management facts may be different from wofker facts, and
the difference may be extremely important.

“So today I am appealing to the informal; that is, to the spirits and
attitudes of sll Orgenization employees to accept, along with the senior
executives, the responsibility for identifying, digging out, and eliminating
inefficiency, and thus insuring that our personnel is in full gear, This
task can be a keg of worms, but if everyone goes at 1t seriously, the need
for more formal and undesiraebly rigid approaches diminishes.

f{This is one of our greatest challenges. Our Orgenization is doing very
well generally. This past year we have absorbed many chores; in fact, over
4oo man-years of work without increases in personnel strength. We are pro-
ducing a better produet and responding with {ncreased competence on every
front. While we can't, because of the natﬁre of our business, blow our horn

loudly over our accomplishments, each of us can personally be proud of them.

LiTTA 1

COUTInEY
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But let's not rest on our laurels. Iet's not give way to that trait of
human nature to be eternally on the lookout for a place to park. If water
rests, it stagnates; if we rest, we rust. So it is the Job of all of us

to put updﬁNo Parking4 signs for ourselves and for our colleagues. Inaction
and inefficiency must‘go; flexibility and competence must expand., Our motto

//“should ve I'No Pérking Here.f
“Now what can the Office of Traeining do about this? Your courses
provide the opportunity for Organization employees to Eecome more flexible,
more capable, and)we hope, more effiecient., But theré is always the
 question: Are we training all the right people?
4188t year, I asked you to come up with new and positive ways of un-

leashing the creative energies of our people and of increasing our over-

all competence. This year, I'm going to remind you of an old saw which

may offer further challenge. You have all heard the saying ﬁThe operation
.Was a success, but the patient died.* Most of our training has been efficl-
ent, but is it doing the patient as much good as it should? Our employees
have learned, but have they been able to convert their leafning to on-the-job
situations or does their Jjob performance remaln substantislly as it was before
their training? let's look into this in the coming year. If the answer is
yes to this latter question, then we may have inefficient use of our resources.
If our training courses are practical and wéll-developed, epplication will

Tthe
normally follow, wanting only forjopportunity.

«However, I fully support the Organization's need to train people in
subjects which ﬁoday may not be immediastely applied. This is necessary if
we are to grow. It is particulerly true of language training where lead

time is a key factor. But wherever possible, let's not allow our efforts

-
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to be frus'bra.ted. Of course, in no event ahoul@ the tail wag the dog.

But, assuming thet the training is based on sound requirements, let all

of us be sure that there are no practices or organization inhibitions

which restriet or block application of new skills.

“ Take; your places in ldentifying and cutting out inefficiency and
deadwood. Spread the word. Continue to do & good Job of training in order
to make people want to take your courses. Continue to look for new ways
to gét employees into your hands who should have training. The task will
be tougher this coming year than in years past. We shall all be competing
more than ever with tight ceilings, heavy workloads, and priorities, but
we must all get into the act of doing our shere to move the Organization
and its products forward. So let's make the operation a success and have
the patlent live.

“Some of you may recall the story ebout the erection many yeers ago
of the statue of General Robert E. Lee in Richmond. Someone made the
comment that it would take a lot of horses to pull all of those tons of
metal all the way uptown, whereupon someone replied, 'Horses! Don't let's
have horses pull General Lee. Let's pull him ourselvesi' The idea caught
like wildfire and swept throughdut the city. Pulling on that cable , on
the prescribed day, were rich men and poor men, lean men and fat men,
white men, black men, school girls, and even society matrons, tripping about
on thelr spool heels. Amid the lsughter and tears, the songs and cheers,
they drew the General's statue in triumph to the place where 1t silts today,
lboking out toward his beloved Southland. As soon as it reached its destlna-
tion, every person wanted a plece of that rope; and for days afterwards, he ’

would pull a small piece of hemp from his pocket, hold it up, and with pride
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say to his friends, 'I had hold of the rope. Did you?!

{If we are to accomplish our complex mission, we need ever-increasing
skill and competence; this fact spells 'training' in capital letters.

Each of us should be able to say 'I had a hold on the ke rope.'"

e
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DATA PROCESSING - INTRODUCTION TO AUTOMATION

Some call it I.D.P., (Integrated Date Processing), some call it
E.D.P. (Electronic Data Processing), and still others call it A.D.P.
(Automatic Date Processing). In all cases Data Processing is the
function of recording, moving, storing, and using informatlion and
has been going on since man first learned to scratch pictures in
rock. With the increasingly complicated soclo-economic developments
of this era, the problems of Data Processing have become lncredibly
lnvolved and hand-processing of data is, in most cases, no longer
economically sound. It simply costs too much and the results are
rarely avallable for management use on a timely basis.

Everyone is familiar, to some degree at least, with the tremendous
strides in the productlion end distribution of ell kinds of products of
industry. The management of records or paperwork has admittedly not kept
pace with technological developments in other fields, and this is as
true in government as 1t is in private industry. Machines are commonly
used to produce things rapidly, to transmit information quickly over long
distances, and to distribute products on a timely basis. The next step
is logical and inevitable. Machlines must be used to process data if
production and distribution of things i1s not to bog down in a sea of

manually managed paperwork.
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Although, In its present context, machine management of dats is
a relatively new fleld, it i1s based on principles of automatic and
semlautomatic machine operations which people have accepted for years:
the typewriter, the adding machine, thermostats or the automatic setting
of off-on electrical switches, the player planc, and wire communications
machines. In each of these heretofore different fields of relative
automation, people have provided the only link between one field and
another. Today, it is possible to mechanically or electrically link
mechines in these various fields and use them automatically or semi-
automatically to do, with minimum human intervention, one'integrated
paperwork~processing Job. Obviously, great strides have been made in
the development of such machines to permit them to be so used, butrthere
18 nothing really mysterlous about them. People are still needed to
supervise the operatlon of these machines and s whole new industry pro-
vides employment‘to more than compensate for the gradusl decrease in
offiee'personnel which increased use of machine-processing of data will
bring. |

Even though the field Is & relatively new one, there are all sorts 7
of machines and systems for Datae Processing which have been developed by
the various manufacturers in collsboration with actual or potential
customers. Some kinds of paperwork jobs lend themselves to machines
more easlly than others, and these-are the ones which are usually
integrated into a machine system first. In all cases, however, much
gtudy is required before a sound decision can be made on:

1. Which paperwork procedures are loglcal ones for machine

applicatlion in a given industry or Government agency?
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2. Which machine or machines will do the Jjob most
effectively?
3. What provisions; if eny, should be made now for future
expansion?
4. Will the savings be substantial enough to warrant the
kind of investment required. (These things are
expensivéﬁﬁ}
There are a number of machine applications to paperwork now being used
in both industry and government; in some areas of paperwvork, the savings
are already apparent, in others there are still obstacles to be overcome.
It was stated initially that some people call machine processing
I.D.P., some call it E.D}P:?and gome call it A.D.P. The basiq objggtiyes
of all are the same and they have many proéédureé in‘éémmbn; however,v
they are somewhat different. Electronic Data Processing always involves
electronic manipulation of information; Automatic Data Processing may or
may rnot involve electronlc equipment; usualli?gg}igﬁconcerned with various
electrically operated mechanical machines; Integrated Date Processing
describes the integration of various data into one system which may employ
electronic, electric, or electro-mechanical machines, or a judicious com-
 bination of all three. In all cases, of course, the human element remains
of significant importance. People are what meke machines work.
Subsequent articles will deal with various aspects of I.D.P. in more
detail and will include brief, simple descriptions of fhe major types of

availeble equipment and their most efficlent uses.

-3
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DOCUMENT CONTROL

The next time you recelve a plece of Organization mail, consider
for a moment the number of control processes it went through to reach
you. Then ask yourself If the document control measures in your office
are efficlent, and 1s each one -- the receipting, numbering, logging,
reviewing, abstracting, dating, ﬁime—stamping, coding, sorting, or cover-
sheeting -- really necegsary for every plece handled?
These control measures, of course, have their place in the Organi-
‘zation. But when thelr overuse or complexity unnecessarily increases clerical
costs, or delays declsions and actions vital to both headquarters and the
field, a close locok into the causes of the trouble is needed. For example,
a‘recent Govermmentwide study pointed up that a problem generally exilsts
ife.
lﬁ An excessive amount of time (from two to four hours depending
on the size aﬁd physical layout of the component) elapses between fhe.
recelpt of a document in a registry and 1ts delivery to the action
desk.
2. All initial control operations (including routing) for one
document ®wke more than five minutes.
3. More than 15 percent of the total incoming documents receive
control processing in addition to that required for security purposes.
k. A routing slip or control form is placed on virtually every

incoming or outgoing document.

#0FORN
cURFIBENTIAL
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When these danger signs show up 1t's a safe bet that document control
measures (exclugive of those required for security control) exceed those
really needed to answer these questions about-documents that call for
action or decision:

1. Has a particular document been received, and if so, to whom
and when was 1t sent for actlon?

2. Has s particular document been released, and if so, what
action was taken and to whom and when was 1t sent?

These questions can be quickly and simply answered by three forms
available in headquarters or the field. These are: Form 779, Locator
and. Control Record/ (headquarters and field); Form 238, Document Contro%/

(headquarters only); Form 240, Courier Recelpt and Log Record (headquarters

only). A1l three are multipart forms designed to provide at one writing enough

copies to meet several needs at different control polnts. Here's how these
forms work:
1. Forms 779 and 238 are six-part sets printed on NCR (No Carbon
Required) paper. The six parts provide coples for logging and cross-
referencing at the registry level and at subordinete points. The 3"
x 5" slips not only eliminate the need for log books, but also provide
a ready communications medium for nobtifying a central registry of the
disposition of a document at & subordinate point. The file locator
reference to the document can also be shown on Form 238.
2. Form 240 is a four-part carbon interleaved set. At one
writing, coples of the form ére made for addressing, recelpting, and

logging of classifled materisl transmitted within headquarters through

5.
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the courier system. The form meets all securlity requirements for
logging material classified up through Secret.

3. Form 240 is &lso designed for use with the new headquarters
Chain Envelope. This envelope has been approved for transmitting
within headquarters material classified up through Secret. It may
also be used es the outer wrapper for doubleswrapped material, exéept
that which 1s clessified Top Secret. In addition to meeting these
security requirements, the new enﬁehzﬁs offer these advantages:

Save time - You cen address an envelgpe and attach a receipt in

one operation. Simply insert the receipt in the window pocket on

the face of the envelope. If a courler recelpt is not needed,

insert a 3" x 5" card or slip of paper and write in the address.
Save money - These envelopes may be used repeatedly.

Save safe space - Safe space wlll not be needed for used

envelopes since names and addresses wlll not appear on them.
The Organization, vitally concerned asbout the effect of document
controls on the timeliness of decisions reaching the field, has included

the improvement of these controls in the objectives of its Records Mansage-

ment Program. Guidance may be obtained from your Records Officer, and int§£1¥

headquarters also from the Records Menagement Staff.
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YOUR SUGGESTION AWARDS PROGRAM

During the past five months the Organization has adopted 93 employee
suggestions for which the Suggestion Awarde Committee has paid awards
totaling $2,355. The individusl awards ranged from Letters of Apprecia-
tion to $600. The suggestions described below represent calculated net
tangible savings to this Organization of over $22,888 for the first full
year of operation, plus many intangible benefifs. In addition to the
cash awards, each person received a formal Letter of Commendation, a copy

of which went into his Official Personnel Folder.

One suggester, who consistently sends in good idess, earned $145
for his proposal to use a cheeper quality of paper for raw reports, thus

achieving tangible savings of $u,620.

Another person proposed a sgolution to a technical communicstions
prbblem involving the NEMS 966 Video Patch Cord. Within a six-months
period, spproximately 50 per cent of the Model 966 cords hed failed,
primarily because of the small ares provided for a hand-hold on the con-
nector when effecting a disconnect., The suggester fabricated a better
hend-hold. Although the proposed modification was not considered practical
for general use the suggesﬁion caused the manufacturer to modify the design,
and to agree to supply to the Organization, free of charge, modification
kits for each of the comnectors purchased. The suggester earned a cash

award of $50 for his contribution.

One employee modified the photographic light tables presently used

by photo interpreters in the inspection, editing, end evaluation of film
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transparencies. When a film transparency is moved across a rough or hard
surface, long horizontal scratches are msde in the sensitive film emulsion,
resulting in a marked decrease in the subsequent utility of the film, In
a.ttacking this problem, the suggester desigped and bullt a Mylar coaveyer
belt to rotate around idle rollers, Thus, the film rides on the belt and
never comes in contact with any other object. This new method of spooling
film hes reduced the wear end tear of trensparencies by 80 pechent.’ The
suggester has received $600 so far ,» and credit has also gone to his two
supervisors who were acfive in helping him design and bulld this device.
His patent rights have been established through the Organization's Patent
Board and that Board has also applied to the United Statesv Patent Office
for a patent for him, It is believed that when the device is marketed, addi-
tional awards will be forthcoming through more extended use by other Govern-

ment agencles and by commercial firms,

A significent new technique for microfilming and photostating books is
the use of a book-holder with foem rubber padding. In this procedure it is
necessary to maintain the copy plene absolutely pa.ralle; to the film plane.
The foam rubber serves as & balancing cushion and autometically brings the
tops of the two sections of an open book to the same plene at all. times.

The person who proposed this received an award of $150.

One analyst showed a great deal of ingenulty in adapting the use of a
20-power stereoscopic microscope to analyze minute objects on aerial photo-~
graphs. There was on the market no stereo-microszcope adapted for the photo-
graphic stereo viewing. The suggester realized the need for this type of
instrument was very pressing, and his effort made possible the use of -"ﬂ'\e,

instrument about 15 months before it wé.s produced commercially. The Cormittee
Approved For Release 2000/ ; -RDP78-04724A000200050007-2
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voted a $50 award for this idea.

A,

One person proposed that@i inspection of nega:bive ﬂm.' the light
it e it & a3 S, %

tables in darkrooms be equipped with a second light (a red sa.felight)f of A

which facilitated large-quantity productions.

Ancther suggester earned an asward of $40 for his proposal to use a
cheaper commercial product in printing operations as a fountain etch and
as a plate etch. This ides caught fire and additionsl awards may be

forthcoming from its use in other Goverument agencies.

Another group of suggestions helped to cut out unnecessary adminis-

trative and elerical red tape.

The proposal for the discontinuance of date-gtamping on certain newly
created index cards earned an award of $30 for the suggester who had
observed that this practice had ou‘bgrown 1ts usefulness. The savings

realized are estimated to be $330 annuel ren’bal for the Pitney-Bowes Tﬂ Ko me tﬁf

ond oppriximately 200 o year In salavy fer the
Tickometer operatfr. /7

A streamlining of procedures which effected simultaneous distribution
of requests for security approvals for one category of personnel hes cut

down the time lag by several weeks and merited an award of $50.

A short-cut iln desensitizing documents bearing a certain communica-
tions indicator was devised. The suggester proposed that extra copies of
aebstracts be furnished to facllitate the desensitizing procedure.

“Qﬁ x f &F
In the Cable Secretarliat, where increasing files of/\yni reference
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cards posed serious space and maintenance problems, a proposal that the

information be transferred to Flexoline Strips.earned the suggester $100.

Our continuing interest in improving security prompted other award-

winning suggestions.

Three suggesters proposed that persomnel going overseas be provided
with a central storage place for the retention of vital personal unclassi-
fie%"pa.pers such as wills, marrisge certificates, mortgages)and insurance

pg]iicies ;s and clagsified and unclassified papers of a personal or quasi-
personal nature which the employee will need to re-esteblish himself at
headquerters. W%When this idea wag adopted the Committee voted an award of

$75 to be shared equally by the three employees.

These practlcal ideas contribute to the efficlency of our operations
end it is hoped will stimulate other worthwhile suggestions from our

readers.

Please remember to advise the Executive Secretary, Suggestion Awards

Comittee, if any of the above suggestions are usable in your office.
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LENGTH OF OVERSEAS TOURS OF DUTY

It 1s increasingly desirable to standardize as much as possible
the length of overseas tours of duty of the verious Career Services.
Several of the Career Services have in the past adhered rather strictly to
a two-year tour of dubty in order to insure that the maximum number of key
people received the benefits of overseas service. This objective has been
largely accomplished. In consideration of the fact that at least some
weeks are requlred after an employee reaches hils overseas post before he is
able to agsume full responsibilities and that his last few weeks before
departure for the States are used in part to phase out, a two-year tour in
many cases 1s not economlcal. It 1s believed that in most instances the
best interests of the Organization would be served by having employees
either extend thelr tours for a third year or come to the States on leave
following overseas assignment and return fo their posts for a second two-
year'tour of duty. However, it 1s basically sound to mske initial assign-
ments for a two-year tour of duty in order to provide flexibility to both
the Organization and the employee if for any reason at all 1t appears
desirable to limit the tour of duty to two years.

Except for posts where, for hardship or other special reasons, a
tour shorter‘than two years has been adopted, personnel will continue to be
assigned to overseas posts initially for two-year tours of duty. Sometime
after the completion of one year and before the completion of 15 months of
overseas duty a decision should be madé by the Head of the Career Service

whether:
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1. The employee returns home on a permanent-change-of -station
basis at the end of the two-year tour,

2. IExtends his tour for a third year, or

3

R LN )
3. Takes,K leave and returns to his post for a second

i)

two-year tour of duty.

The Chief of Station should forward to headquarters his recormen-

dation concerning the length of an employee's tour, taking into consideration

the desires and comments of the employee and his supervisor. The appropriate

Career Board will meke its decision based on the need or desirability of the

gervices of the employee in another assignment or the need to assign another

employee to the overseas position in question. In all cases, the Career

Board will notify the employee through his Chief of Station of the decislion

concerning the length of his tour.
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PRIVATE PROPERTY LOSS CLATIMS

In two recent decisions, the Headquarters Board of Survey found it neces-

sary to recommend that the approving authority disapprove an employee's
claim for reimbursement for loss of his personal and household effects by
fire. The losses suffered by these employees were more severe because of
the lack of insurance coverage. The circumsbances of these disapproved
claims and Organization policy for honoring claims are summarized here to
remind Organlzation personnel of the necessity for making appropriate
insﬁrance arrangements to protect their private property.

As a general rule, cilvilian departments and organizations have no

statutory authority to pay claims for damage or loss of private property.

Insurance coverage is the personal responsibility of the individual employees,

at their personal expense, if they desire protection against loss. Accord-

ingly, employees of this Organization, including those under_

_ should insure their privatel;}%med property against the risk

of loss or damage while in transit, storage, quarters, or other authorized
places and situations, 1f they do not wish to personally accept that risk.
The Organization does not provide insurance for such purposes and the fact
that the Organization provides services and arrangements, and sometimes

accepts custody, for storage, etc., does not mean that the Organilzation

accepts total responsibility for the property.
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overseag post, and the Organization provided heaters for his benefit. A fire
destroyed the residence and all of the employee's clothing and household
effects valued at several thousand dollars. The exact cauge of the fire Was
not definitely established, but the local fire depertment reported that the
most likely cause was possibly a defective heater. Although the Claims Board
was not unmindful of the mégnituxﬁie and cilrcumstances of this loss,‘ it was
necessary to disapprove the claim because:

dl?, The Organization had no custodisl responsibility for the property
and no maintenance responsibility for the heaters or gquarters, even though
the premises were Government quarters provided under authority of_
There was no evidence to indicate that the heaters were defective when issued.

9%25. The claimant failed to carry insurance. The circumstances of hig

cover would not have precluded his meking a claim asgainst a private insurer.
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'IT'S INCOME TAX TIME

Reporting and paying of income taxes are the personal responsibility
of the individual employee. We have s direet concern, however, in an
employee's failure to meet his legal obligations promptly end in & manner
compatible with his cover status, because of the security and cover hazards
involved, Employees overseas especially should femiliarize themselves with
the requirements of States or other taxing jurisdictions to which they may

have obligations.

Federal tax returns and estimated returns are due 15 April 1959. U.S.
citizens living overseas on 15 April have until 15 June 1959 to file, pro-
vided they pay six peg:pent interest on the tax due‘fram 15 April until the
tax is paid. The due dates and requirements of income tax returns vary for
States and other taxing jurisdictions and each employee should get this
information through his administrative officer or chief of installation,
through‘the local embassy, or if necessary by direct correspondence with a

particular taxing jurisdiction.

25X1C

Some new provisions of “iwe Federal tax law of importance to employees
IRATInr T
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1. The technical requirement to include as income amounts received
as reimbursements for travel expenses and to deduct therefrom
actual expenses does not apply to employees receiving per diem
not over $15 per day or mileage not exceeding 12% cents per
mile for ;bra.vel within the continental U.S. Also, the require-
ment does not apply to travel outside the continental U.S, if
the per diem is not more than 125 peJCéent of the per dlem rates
gpecified in the Standerdized Government Travel Regulsations,
Appendix I, revised, and also stated in R and [N 25X1A

2, The simplified Form 104OA may now be used if the gross income is
less than $10,000, is reported on Forms W-2 with no more tk‘xan,$200.

of other wages, interest, and dividends, and the standard (10 per{,z;f.gdi}

weessrty- deduction is taken.

25X1C
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25X1C
quarters personnel locator card, the employee resided in the United States
during the tax year.
25X1A |
25X1A Hotice No. - dated 16 January 1959, and Book Dispatch No.

. dated 30 January 1959, provide 'additiona.l information. Instructions
25X1C  for filing B o returns are contained in N _, dated 12 March

25X1A 1955, and [, coted 26 November 1954, and change 1 thereto deted
18 April 1955.

_TIDENTIAL
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LIBERALIZED INCENTIVE AWARDS FROPOSED

Senator Hubert Humphrey, speaking recently at the eleventh annual
Arthur S. Flemming Awards Iuncheon, expressed the view that the restrict-

P

lons on the Government‘ijgmployee Tncentive Program are too tight and need
to be liberalized. &he genstor said that the program is & step in the
right direction to encourage initiative and achievement in Government, but

thet the number of awards and their cash value should be greater.

He declared: "We ought to be more generous and more liberal with the
relatively small-amounts involved, for it is clear that a modest investment
in the incentive awards system has encouraged a measurably greater efficiency

and economy in Govermment. It's a godd investment,"

Senator Humphrey also proposed using the United States' "soft currency"
and counterpart fundé in foreign countr%ss we are alding to provide sab-
batical lesves of six months to a year in foreign lands for outstanding

Federal career employees.

He noted that these funds, which are credited to the United States but
are seldom used by us, can be put to great benefit by giving outstending

Govermment careerists a chance to expand their careers by going overseas.

Federal careerists could study &t universities of other countries, or
study at first hand operations in foreign countries comparable to those that
they are engeged in at home, or consult with civil servants and officials of
other countries on common problems, Senator Humphrey declared. This program
would not involve any extra Federal expenditures, it was emphesized.

 GONFIDENTIAL
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As one of the top members of the Senate Foreign Relstions Committee,
Senator Humphrey 1s :lﬁ a good position to start actlon on the soft currency

end counterpart funds idea for Federal employees.

GONFIDENTIAL |
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CHANGES IN DIFFERENTIALS

The Organization frequently recelves communications from overseas

25X1C

times contained statements that such reductions represent a '"breach of

faith" inasmuch as the individual accepted employment at a particular
post for a definite amount of total compensation.
In the course of preparation and processing, personnel who accept
forelgn assignments are advised of the nature of post differentials and of all
allowances and the basis for determining the amounts, and are further
informed of the important fact that differentials and allowances are subject
to periodic revision. Failure to remembes this may be the reason for
taking exception to later changes in allowanceé. Accordingly, personnel
are again reminded that:
1. The differential is considered to be & bonus in the form of
additional compensation for service at a less deslrable post,
and as such it is subject to income tax.

2. Differentials are calculated upon criferia prescribed by
statutes and Executive order, which provide that a differential
mey be authorized when, and only when, living condifions at a
post differ substantially from living conditions in our country;
particularly when a post imposes extraordinarily difficult living
conditions, excessive physical hardships, or notably unhealthful
conditions.

CCFORN
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All foreign assignments are expected to involve some difference

in living eonditlons in comparison with those in our country.

Only when this difference develops hardship to a predetermined
minimum 1s a 10 percent differentiel warranted. Successively
greater degrees of difference result in differentials of 15 percent,
20 perqent, and 25 percent.

Differentials are a recruiltment and retention incentive to
personnel who are willing to accept assignments involving unusual
hardships. Nevertheless, reviews must be undertsken periodically
to determine the need for continuance. By order, a review is

required at least annually of the places designated, the rates

fixed, and the regulations prescribed, to insure that the payment

of additional compensation continues only while conditilons Justify
this payment and that the amounts do not in any instence exceed
what ig justified.

Differential rates are accordingly revised when periodic reviews
disclose changes in living conditions. Reviews may dilsclose a

gradual improvement at a post, yet the current degree of improve-

.ment may not be sufficient to warrant en immediate decrease in the

differential. However, an accumulation of gradual improvements
noted by succeeding reviews may be the basis for a decrease at a
later date. Such a decrease could become effective while an

individual is en route to the post or shortly after arrival.

It is believed a better understanding of the purpose and basis for

determining foreign post differentials will benefit all concerned.
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TIMELY PERSONNEL INFORMATION

Remember the poem,Q}For want of a nail, a shoe was lost; For want
of a shoe, & horse was lost; étc.”? Well, for want of a timely notifi-
cation document in the hands of the payrcll office, sometimes an individ-
ual's pay gets "lost" and no salary is paid, an erroneous payment results,
or & speclal payroll must be processed on his behalf.

Payroll offlces can effect pay changes only upon receipt of proper
notifications, whether officiasl personnel notifications or notices affecting
only current sllowences or allotments. The correctness and timelinegs of
notificétions from both field station and headquarters administrative
personnel are important. Prompt notifications to headquarters‘by field
personnel are esgpeclally important regarding separations in the field,

changes 1in status affecting allowances computed at headquarters, changes 25X1C

25X1C

I . 1ccrance papers

on personnel departing the field, etc.

At headquerters and in the field, personnel officers and administra-
tive officers responsible for initiating requests for personnel acﬁions
should anticlipate, whenever possible;éthe effective dates required by such
requests and allow time for their pro;essing. Especlally important at
headquarters are personnel actions effecting reassignments between funds.
Individuals paid from vouchered funds cannot || vccin PCS travel

to an overseas station without first being reassigned to confidential funds.

. ,.A.!r‘.:P rp'!
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Resignation, extended LWOP, and maternlty leave also require as much
notice as possible to the payroll offices in order to avold erroneous
payments requiring adjustment. After receipt of a request for a personnel
action in the Office of Personnel, time is required to prepare, process,
authenticate, and distribute the personnel notification form to the payroll
officesg affected; hence the need to anticipate the effective date.

The employee whoge pay is affected will especilally appreciate the
wholehearted asgistance of all adminlstrative officials. Cooperation

will provide the "nails" and ”shoeé&?1x>help prevent the individual's

pay from getting ”losﬂwa

FORN
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CUSTOMS REQUIREMENTS FOR IMPORTATION

OF AUTOMOBILES PURCHASED ABROAD

Under Public lLaw 126, Government employees or military personnel
returning home, under permanent-change-of -station orders, may be
allowed free entry of their aubtomobiles, provided they have served
overseas Tor at least 140 days of continuous duty assignment.

An automobile purchased abroad and sent home before Government
orders ére i;sued or a car purchased but not in the employee's posses-
sion will not be entitled to free entry under Public Law 126.

The word "possession", as used by Bureau of Customs, means elther
physical possession or a right to immediate possession at the point of
purchase. This would usually mean the presence of the automobile in
the showroom or warchouse of the seller within the city where the
purchase was made, so that the buyer.could take possession 1f he so
desired, rather than having the dealer ship the automcbile.

Several Organization employees, ordering automcbiles from points
in‘the Far East for shipment from Europe, have been required to pay
import duty on the automobiles. Thils duty was assessed because the
employee did not have possession of the automobile nor the right to
immediate possession at the place of purchase.

To prevent financial hardship, employees who 1lntend to purchase
automobiles abroad should acquaint themselves with customs requirements

before purchese and shipment. Information on specific problems may be

Approved For Release 2000/08/29 ; CIA-RDP78-04724A000200050007-2
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obtained direct from the Bureau of Customs, Washington, D. C., the

nearest United States Consular Office, or one of the offices listed

below:

The Treasury Attache, American Embassy, London, England
United States Treasury Representatives (Customs) at

American Consulate General, Frankfurt/Main, Germany
American Consulate General, Milan, Italy

Anerican Embassy, Paris, France
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CREDIT UNION

The Officers and Directors of the Northwest Federal Credit Union
recommended at its annual meeting on 20 January 1959 the payment of a
4.5 percent dividend for the year 1958, which was approved by the member-
ship. This 1s especlally gratifying since this dividend. yield is one of
the highest paid by any comparsble Federal Credit Union in the entire
Washington area.

Highlighting the activitles of the year were the following:

1. The commendation received from the Federal Credit Union
Exeminers for the excellent management which lergely contributed
to the high earnings despilte the low interest rates charged on
loans to our employees. Our rates are lower than the prevalling
rates of comparable Washington area credit unilons;

o, The excellent rate realized by the NWFCU on loans made
to other credit unions and to the large portfolio of federally
insured savings and loan asgociations from coast to coast;

3. The extremely low delinquency rate (2.06 percent),
which is one of the very lowest in this area, the norm being
a 3.5 percent to 6 percent delinquency;

L. Finally, a new and important milestone in passing the
$5,000,000 mark in assets. This growth is history-making since.
we have now become one of the 15 largest out of 9,000 federally
chartered credit unions in the United States. 1In reaching this

goal, our Credit Unlon's assets have quadrupled since 1 January 1953.
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SATARY RETENTION INCIDENT TO REDUCTION IN GRADE

During 1958 the Congress enacted & new Salary Retention Act under
which personnel who are reduced in grade may be permitted to hold for
two years their full salaries earned just prior to demotion, unjess
the reductions exceed three grades, When a demotion exceeds three
gredes the amount of the salary to be retained is governed by a
formula contained in the law. These salary retentlon provisions are
not applicable when demotions are

{1). due to personal cause.
{2}.at the employee's request, or
;Q 3; ,effected as a result of force reduction caused by lack of
funds or curtailment of work.
The Act further provides that the new salary retention benefits may be
granted only to personnel who have served for two continuous yeaxrs
immediately prior to demotion in the same department or agency and in

uch period

the same or higher grades, and whose performance during \
of two yeers .ie-ew» was satisfactory or better than satisfactory.

The provisions of the Salary Retention Act are not mendatory
upon the Orgenization; however, salery retention principles set forth
in the Act have been adopted by the Organization insofar as these
principles are applicsble to its salary administration policies and

procedures.

The new salary retention policy aims to provide a financial

cushion for employees who are reduced in grade through no fault of

g AT
TR
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their own, In the Organization it 1s anticipated that this policy will
generally be applicable to
f‘l?. the career reorienmtastion of employees, when grade demotion
incident to such reorientation 1s the appropriate step, and
{2). the realignment of essignments as a result of changes in

mission, function ,0r orgenization.
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New Emergency Travel Coveragew

the large number of claims, the W 25X1A
25X1A ﬂare cancelling the contract with or Ghe Emergency
Trevel Plan, effective 31 March 1959. Certificates in force will be
continued to expiration date of those certificates. No renewals

will be accepted beyond 31 March 1959. 25X1A

through the I 25X1A
has sgreed to underwrite a new 25X1A

Emergency Travel Plan. Application forms for the new plan, which is
identical with the present onef except that it does not provide for
family-rate coverage, will be available in the near future.

Beginning 1 April 1

Employees whose Emergency Travel insurance policies were effective
prior to 1 April 1959 under the old plan will be required to complete
g new application and pay the new rate when their next premium is due.

25X1A The gplan will be a new policy and is not to be considered
as a renewal oI coverage under the former plan. We wish to caution
purchasers of the new plan that the four.month weiting period and the
warranty having to do with the disgnosis of cancer will apply as of the
date of application of the new plan.

The limitation on persons over seventy will spply. Employees can
apply under the new plan for nemed persons age sixty-nine, but coverage
will not be accepted on persons who have already abtained the age of
seventy. Coverage will be renewed beyond age seventy for persons who are
insured prior to their seventieth birthday. Regardless of the fact that
a nemed person was under seventy when coverage was obtained under the old
contract, the "under seventy" limitation will apply, when application is
completed under the new plan.

The retes under the plan are lower than the 25X1A
25X1A plan, as shown below:

:@%e of N%ed Person E@%

0-ko $32.50
50-64 %0.00
65-69 50.00

- IFInrA
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Did you know that at least one of every seven persons i@”ﬂour community
.. will be hospitalized sometime this year?

Your GEHA Hospitalization and Surgical Benefits Insurance can
help you pay costs of illness if you or a member of your family
should be hospitalized or receive treatment in any licensed hos-
pital or authorized clinic. Your administrative officer can give
you the names of authorized clinies in your area.

KEEP
YOUR HOSPITALIZATION
and SURGICAL BENEFITS
INSURANCE UP TO DATE!

NO »» ¢ premiums may be paid anytime /by mail or inter-
office mail; at headquarters, you can pay in person between
10:00 a. m. and 3:00 p. m. instead of just during the first 5 work-
days of each month. Under certain c1rcumstances, your pre-
miums can be deducted from your salary.

GEHA Inc.
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ISSUANCE NO.
PUBLICATION PROCESSING RECORD S R ~/Y
JOB NO. !
[Inew so8 23 7 7

PUBL I CATION CLASSIFICATION DATE RECEIVED DEADLINE INITIATOR

C«w{ 4QJL ‘&.lékk 23 /\MJ\(/L‘

PuBL I CAQliON TITLE %M&, M‘th\

75XTA -
TO (Name) P PP INITIALS o, ACTION

COURTESY | PREPARE DROP & ATTACH
FILE FOLDER

CARD AND INDICATE RESCISSIONS & REF-
ERENCES
P

ASSIGN JOB NUMBER, PREPARE KARDEX
AND JOB JACKET

EDIT FOR COORDINATION

EDIT AUTHENTICATION BY I__..‘ pet
FOR I:]nn/s l:]un/r

VERIFY RESCISSIONS AS CORRECT AND
I COMPLETE

ISSUANCE

WRITE MEMO TO

FOR S51G. OF
PREPARE FORM

|10 | 237 | |241
. DISCUSS COMMENTS WiTH: )
. RETURN COMMENTS TO INITIATOR
10. REVIEW BEFORE TYP (NG
1. TYPE
STENAFAX COPIES FOR:
12, :
} THERMO = FAX

13. 4 g PROOFREAD

14. e | \ CORRECTIONS
\ A

W gl

| 57 g, oy
16. SIGNATURE
f\.—e&%:_ .

ORDER FROM PSD i

7.
SUSPENSE:
" PREPARE FOR [USING DATE:
. / PRINTER
9. CONFORM FILE COPY
20 2 COMPUTE DISTRIBUTION, PREPARE
: RECEIPTS & PSD REQUISITION
21, b DATE. ASSEMBLE. AND MAIL
22, SUSPENSE
23. NOTE KARDEX
TAB
24. FILE
25,

REMARKS (or Special Instructions)

This document Is part o
file. If separated from fthe file It must hs
subjected 1o individual systematic. roview. |

#heuinent T part o1 AN
::: ﬂ.uparmd 1rmﬁ“ the file it must b
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